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Special 


Because  the  ability  to  read  effectively  is  essential 
to  obtaining  maximum  value  from  most  of  this  Divi- 
sion’s courses,  the  Business  and  Professional  Section 
feels  a responsibility  in  assisting  adult  students  to 
equip  themselves  with  effective  reading  skills.  It  of- 
fers those  persons  who  have  registered  in  another  of 
the  full  courses  (20  or  more  sessions)  offered  by  the 
Business  and  Professional  Section  during  the  1968- 
69  academic  year,  registration  in  the  Effective  Read- 
ing course  (described  below)  at  the  reduced  fee  of 
$25.00.  To  qualify  for  this  offer  registrants  must 
state  the  name(s)  of  the  other  course (s)  in  which 
they  were  registered  on  the  reverse  of  their  registra- 
tion forms. 


Effective  Reading  D.  Jannaway 

B.  Jannaway 

The  volume  of  research  being  carried  out  today 
in  various  areas  of  specialization  makes  the  task  of 
keeping  abreast  of  developments  almost  an  impossi- 
bility. The  purpose  of  this  course  is  to  help  any  in- 
terested person  to  read  all  types  of  material  faster, 
more  purposefully,  and  with  greater  comprehension. 
Various  techniques  for  improving  reading  efficiency 
will  be  employed,  including  the  use  of  such  equip- 
ment as  reading  machines  and  reading  laboratories. 

Students  will  be  tested  at  the  beginning  and  at 
the  end  of  the  course,  and,  throughout,  will  be  indi- 
vidually counselled  regarding  their  progress  and 
problems. 
text:  None 

Mondays  and  Wednesdays,  two  classes:  6:00-8:00 
p.m.  and  8:15-10:15  p.m.,  May  5-July  9. 

$75.00 — 20  sessions 

note:  This  course  will  be  held  at  47  Queen’s  Park. 
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Writing  Professional  Material  Effectively 

P.  B.  Hughes 

These  classes  will  examine  both  system  and  art 
in  the  writing  of  technical  and  scientific  communica- 
tions in  industrial  operations,  research  and  engineer- 
ing practice.  This  will  include  modern  ideas  about 
the  nature  and  purpose  of  style  in  functional  writing, 
and  an  examination  of  key  points  to  be  checked  for 
validity  in  communications.  Students  are  asked  to 
participate  by  criticizing  orally  the  case  studies  and 
examples  presented  and  to  so  contribute  their  indi- 
vidual experience,  taste  and  opinions.  Some  written 
exercises  will  be  invited. 

text:  Special  mimeographed  notes  will  be  supplied 
as  part  of  the  course. 

Mondays  and  Thursdays,  7:00-9:00  p.m.,  May  1- 
July  9. 

$50.00 — 12  sessions 


Effective  Supervision  R.  L.  Hooey 

This  course  is  designed  for  foremen  and  supervi- 
sors in  business  and  industry  who  wish  to  increase 
their  managerial  effectiveness.  Course  content  will 
include:  principles  of  supervision,  developing  leader- 
ship skills,  setting  operating  objectives  and  standards 
of  performance,  discipline,  delegation,  performance 
appraisal,  communications,  motivation,  training,  hir- 
ing, interviewing,  handling  grievances,  employee 
counselling,  job  evaluation,  wage  and  salary  adminis- 
tration and  management  of  time. 

Material  will  be  presented  by  various  methods, 
including  lectures,  group  discussions,  case  studies 
and  films. 

text:  Leadership  on  the  Job:  Guides  to  Good  Su- 
pervision, American  Management  Association  Inc., 
1957. 

Mondays  and  Thursdays,  6:30-8:30  p.m.,  May  1- 
July  7. 

$50.00  — 20  sessions 
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Interpersonal  Communications  M.  Wilson 

Good  interpersonal  communications  depend  on 
the  quality  of  the  underlying  relationships  which  be- 
come established  between  people.  The  purpose  of 
this  course  is  to  provide  a learning  situation  in  which 
one  can  broaden  and  enhance  his  uniquely  personal 
relationship  skills  so  that  communication  with  others 
will  improve.  The  development  of  these  capabilities 
is  fundamental  to  effective  organizational  perform- 
ance, and  of  even  greater  importance  in  professional 
activities. 

Participants  will  be  encouraged  to  experiment 
with  new  relationship  patterns  in  their  own  settings 
and  to  report  on  changes  they  observe  in  the  com- 
munication processes  involved.  Improved  relation- 
ships and  communications  will  result  from  the 
heightened  awareness  of  personal  emotional  make- 
up and  the  greater  sensitivity  to  feelings  and  atti- 
tudes of  others  which  this  approach  fosters. 

While  some  material  will  be  presented  for  group 
consideration,  each  session  will  consist  largely  of  dis- 
cussions between  participants  on  topics  generated  by 
the  group.  No  attempt  will  be  made  to  offer  any 
guidelines  to  effective  human  relations  or  sound 
communications,  and  no  exam  will  be  given.  Prog- 
ress will  be  measured  by  each  individual  in  terms  of 
the  actual  improvement  he  is  able  to  make  in  com- 
munication with  people  who  are  important  to  him. 

If  you  are  interested  in  attending  this  course,  you 
should  already  be  aware  of  your  potential  for  effec- 
tive and  rewarding  relationships  with  others,  and  in- 
terested in  realizing  better  interpersonal  communica- 
tions in  your  everyday  affairs. 

Completion  of  this  course  meets  the  prerequisites 
for  more  advanced  courses  in  the  human  resources 
series,  Human  Relations  and  Human  Organization. 
text:  None 

Mondays  and  Wednesdays,  6:30-9:00  p.m.,  May  5- 
July  9.  (The  May  19  session  will  be  held  on  May 
22.) 

$90.00  — 20  sessions 

note:  This  course  will  be  held  at  84  Queen’s  Park. 
This  course  may  be  taken  as  part  of  the  Manpower 
Developments  Certificate  Program. 
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The  Personnel  Function  T.  L.  Bourk 

This  course  is  designed  to  provide  students  with 
a general  understanding  of  the  activities  and  systems 
which  comprise  the  personnel  function  of  an  organi- 
zation. All  aspects  of  personnel  management  will  be 
explored  with  particular  emphasis  on  relating  per- 
sonnel management  principles,  policies,  and  proce- 
dures to  situational  material. 

Topics  will  include:  organization  of  personnel, 
leadership  and  communication,  staffing  the  organiza- 
tion, employee  benefits  and  personnel  services,  per- 
formance appraisal,  training  and  development,  wage 
and  salary  administration,  government  legislation, 
organization  planning  and  research. 
texts:  (1)  Towle,  J.  W.,  Schoen,  S.  H.,  Hilgert,  R. 
L.,  Problems  and  Policies  in  Personnel  Management, 
A Case  Book,  Houghton-Mifflin  Co.,  1965.  (2) 
French,  W.  L.,  The  Personnel  Management  Process: 
Human  Resources  Administration,  Houghton-Miff- 
lin Co.,  1964. 

Tuesdays  and  Thursdays,  6:30-8:30  p.m.,  May  1- 
July  24. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Personnel- 
Industrial  Relations  Certificate  Program. 


Organizational  Psychology  K.  A.  Cassac 

M.  E.  Weissengruber 

Behavioural  scientists  have  developed  a body  of 
knowledge  in  the  area  of  human  behaviour  that  can 
be  applied  usefully  to  the  management  of  organiza- 
tions, whether  industrial,  business,  government,  vol- 
untary or  hospital. 

This  course  is  intended  primarily  for  employees 
in  the  personnel  field;  interested  middle  management 
also  may  enrol.  The  course  deals  with  the  experi- 
ences, researches  and  theories  of  experimental  psy- 
chology, social  psychology,  clinical  psychology,  soci- 
ology and  organizational  science  that  bear  on  prob- 
lems of  organizational  life.  Areas  dealt  with  include 
the  history  of  organizational  psychology;  develop- 
ment of  modern  management  concepts;  behaviour  of 
individuals  in  terms  of  motivation,  personality  devel- 
opment, perception,  attitude  formation  and  learning 


6 


theory;  interpersonal  relations,  influence  processes, 
communication,  leadership  styles;  group  behaviour; 
role  behaviour;  decision-making  and  problem  solv- 
ing; systems  model  of  organizational  behaviour; 
stress,  defense  mechanisms,  maladjustment  and  ma- 
turity; psychological  testing. 

Discussion  of  areas  of  application  will  include 
selection,  training,  performance  appraisal,  counsel- 
ling and  personnel  research. 

text:  Leavitt,  H.  J.,  Managerial  Psychology,  2nd 
ed.,  University  of  Chicago  Press,  1964,  (available  in 
paperback) . 

Tuesdays  and  Thursdays,  6:00-8:00  p.m.,  May  1- 
July  24. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Manpower 
Development  Certificate  Program  and  the  Person- 
nel-Industrial Relations  Certificate  Program. 


Communications  A.  F.  Collaco 

The  aim  of  this  course  is  to  increase  the  students’ 
knowledge,  understanding  and  skill  in  communicat- 
ing effectively. 

The  concepts  and  processes  of  face-to-face  com- 
munications, as  well  as  communications  in  small  and 
large  groups  will  be  examined  in  depth.  The  course 
will  deal  with  the  mechanics  and  problems  of  oral 
and  written  communications  as  well  as  the  relation- 
ship between  communications  and  behaviour.  Some 
of  the  barriers  to  effective  communications  will  be 
examined  and  some  techniques  will  be  developed  to 
help  in  overcoming  these  barriers  and  in  improving 
communication  skills.  Emphasis  will  be  placed  on 
practising  these  skills. 

The  course  consists  of  three  main  topics  or  em- 
phases: writing,  speaking,  and  listening. 
text:  None 

Tuesdays  and  Thursdays,  6:30-8:30  p.m.,  May  1- 
July  24. 

$75.00  — 25  sessions 

note:  This  course  will  be  held  at  84  Queen’s  Park. 
This  course  may  be  taken  as  part  of  the  Manpower 
Development  Certificate  Program,  the  Fellows’  Pro- 
gram in  Banking,  and  the  Industrial  Marketing  Cer- 
tificate Program. 
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Business  Management  J.  F.  Lowery 

This  course  is  designed  to  give  students  a knowl- 
edge of  the  many  factors  involved  in  the  manage- 
ment of  a business.  The  administrative  processes  of 
planning,  organizing,  directing,  controlling,  staffing, 
leading  and  measuring  will  be  examined.  Some  time 
will  be  spent  explaining  the  business  operations  of 
the  various  departments  in  a company  such  as  fi- 
nance, personnel,  marketing,  production,  advertising, 
among  others.  All  aspects  that  underlie  the  success- 
ful operation  of  a business  organization  will  be  dis- 
cussed with  particular  emphasis  on  the  expanding 
area  of  computerization  and  the  contributions  of  the 
behavioural  sciences.  Although  the  course  will  con- 
sist mainly  of  lectures  and  discussions,  a limited 
number  of  case  studies  will  be  used. 
text:  Newman,  W.  H.,  Sumner,  C.  E.,  Warren,  E. 
K.,  The  Process  of  Management,  Concepts,  Behav- 
iour, and  Practice,  2nd  ed.,  Prentice-Hall,  Inc,„ 
1967. 

Mondays  and  Wednesdays,  6:00-8:00  p.m.,  May  5- 
July  28. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Fellows’ 
Program  in  Banking. 


High  Speed  Data  Processing  E.  Schmid 

This  introduction  to  modern  high-speed  data 
processing  systems  provides  a general  background  on 
the  use  of  stored  program  computers  to  solve  busi- 
ness problems.  The  three  major  sections  of  the 
course  are  devoted  to  the  discussion  of  data  process- 
ing equipment,  data  processing  systems  and  pro- 
gramming, and  applications. 

The  section  on  equipment  is  a study  of  the  prin- 
ciples and  components  of  computers.  The  section  on 
systems  and  programming  introduces  the  principles 
of  systems  analysis,  systems  design  and  program- 
ming as  applied  to  automatic  data  processing.  The 
last  section  illustrates  the  application  of  data  proc- 
essing technology  to  specific  business  problems.  The 
course  terminates  with  a symposium  in  which  repre- 
sentatives of  manufacturing  and  other  organizations 
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active  in  this  field  in  Canada  are  invited  to  partici- 
pate. 

text:  Awad,  E.  M.,  Automatic  Data  Processing, 
Prentice-Hall,  Inc. 

Mondays  and  Wednesdays,  6:30-8:30  p.m..  May  5- 
July  9. 

$60.00  — 20  sessions 


Marketing  Management  W . A.  Porter 

This  introductory  course  will  focus  on  marketing 
as  a system  of  business  activities.  The  four  emphases 
will  be  (1)  Analysing  Marketing  Opportunities;  (2) 
Organizing  for  Marketing  Activity;  (3)  Planning  the 
Marketing  Program;  and  (4)  Controlling  the  Mar- 
keting Effort. 

Part  (1)  will  include  the  “marketing  concept”, 
market  segmentation,  buyer  behaviour  (based  on 
new  concepts  of  “role  theory”),  and  market  meas- 
urement and  forecasting. 

Part  (2)  will  include  business  goals  and  “objec- 
tives”; marketing  organization;  market  research, 
models,  and  systems;  and  marketing  “creativity”. 

Part  (3)  will  include  product-policy;  price,  chan- 
nel, advertising,  and  sales-force  decisions  and  policy; 
and  discussions  on  federal  law  and  power  in  the 
marketplace. 

Part  (4)  will  include  marketing  control,  sales 
and  cost  analysis,  and  the  marketing  audit. 

The  course  objectives  are  to: 

(a)  create  an  understanding  of  the  behaviour  of 
buyers  and  sellers  in  the  marketplace,  and  the 
role  of  marketing  in  corporate  strategy; 

(b)  provide  a knowledge  of  the  tools  and  tech- 
niques available  to  the  industrial  marketer. 

text:  Kotler,  P.,  Marketing  Management,  Analysis, 
Planning  and  Control,  Prentice-Hall,  Inc.,  1967. 
reference:  Litvak,  I.  A.,  Mallen,  B.  E.,  Marketing: 
Canada,  McGraw-Hill  Co.,  1964. 

Mondays  and  Thursdays,  6:30-8:30  p.m.,  May  1- 
July  24. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Industrial 
Marketing  Certificate  Program. 
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Advertising  and  Sales  Promotion  G.  V.  Forster 
This  course  studies  the  objectives  and  methods  of 
advertising  and  promotion  together  with  their  place 
in  marketing  strategy.  Topics  are  presented  from  the 
viewpoint  of  the  potential  manager  of  the  advertising 
and  promotion  function  and  include:  the  develop- 
ment of  advertising  strategy  and  sales  promotion 
strategy,  audience  identification,  message  and  media 
selection,  advertising  evaluation,  budgeting,  and 
measurement  of  results.  Case  study  will  also  be  in- 
cluded. 

prerequisite:  course  “Marketing  Management”,  or 
“Marketing”,  or  equivalent  experience. 
text:  None 

Mondays  and  Thursdays,  7:00-9:00  p.m.,  May  1- 
June  2. 

$30.00  — 10  sessions 

This  course  may  be  taken  as  part  of  the  Industrial 
Marketing  Certificate  Program. 


Financial  Analysis  and  Control  M.  H.  Cochrane 

The  purpose  of  this  course  is  to  give  those  busi- 
ness people  with  some  knowledge  of  accounting  a 
greater  understanding  of  the  problems  involved  in 
the  analysis  and  interpretation  of  financial  state- 
ments and  the  techniques  of  financial  control. 

The  area  of  financial  analysis  will  be  examined 
with  consideration  of  such  topics  as:  generally  ac- 
cepted accounting  concepts;  underlying  assumptions, 
composition,  and  limitations  of  financial  statements; 
interpretation  of  financial  statements;  the  concept  of 
fund  flows;  determinates  of  fund  needs;  the  analysis 
of  corporate  statements  with  a view  to  evaluation 
and  problem  isolation  and  solution. 

Control  aspects  to  be  considered  are:  costs  — di- 
rect, indirect,  managed,  committed;  budgeting  — 
fixed,  variable;  analysis  of  variances;  and  appraisal 
of  capital  expenditures.  Attention  will  be  given  to 
the  relationship  between  control,  motivation  and  per- 
formance. 

text:  Anthony,  R.  N.,  Management  Accounting  — 
Text  and  Cases,  Richard  D.  Irwin,  Inc. 

Mondays  and  Thursdays,  7:00-9:00  p.m.,  May  1- 
July  24. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Fellows’ 
Program  in  Banking. 
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The  Banker  and  Society  S.  Sarpkaya 

This  course  provides  an  introduction  to  the  roles 
which  finance  and  financial  markets  play  in  society 
and  shows  where  banks  fit  into  the  financial  system. 
It  covers  the  basic  functions  of  the  financial  interme- 
diaries with  special  emphasis  on  competition  for  the 
flow  of  savings  and  for  opportunities.  The  financial 
requirements  of  governments,  businesses,  households 
and  consumers  are  presented  through  lectures,  dis- 
cussions and  case  studies  while  pointing  out  the  fa- 
cilities and  services  the  banks  offer  to  meet  them. 
Banking  will  be  shown  as  a tool  in  many  areas  of 
financial  relations  in  society,  while  stressing  the  role 
of  banks  in  the  community. 

Active  participation  by  students  is  encouraged 
through  discussion  of  current  financial  problems  and 
through  reference  to  pertinent  financial  publications. 
text:  Sarpkaya,  S.,  The  Banker  and  Society,  Insti- 
tute of  Canadian  Bankers,  1968. 

Tuesdays  and  Thursdays,  6:30-8:30  p.m.,  May  1- 
July  24. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Fellows’ 
Program  in  Banking. 


Computer  Programming  and  Analysis  for  Engineers 

A.  C.  Hewitt 

This  course  covers  scientific  programming  lan- 
guage and  technique  including  program  analysis, 
logic  diagramming,  coding,  debugging,  and  documen- 
tation. 

Examples  of  various  applications  are  explored. 
Each  student  will  be  assigned  a problem  in  his  own 
area  of  interest  to  be  carried  through  final  computer 
programming. 

Other  topics  touched  on  will  include:  history  of 
computers,  their  internal  organization  and  design, 
symbolic  logic,  data  processing,  and  latest  develop- 
ments in  computer  language  and  application. 

Offered  in  cooperation  with  the  Association  of  Pro- 
fessional Engineers  of  Ontario. 
text:  McCracken,  D.  D.,  A Guide  to  Fortran  IV 
Programming,  J.  Wiley  & Sons,  Inc.,  1965. 

Mondays  and  Wednesdays,  6:30-8:30  p.m..  May  5- 
July  28. 

$75.00  — 25  sessions 


Probability  Theory  and  Mathematical  Statistics 

J.  Babbin 

This  course  offers  a systematic  introduction  to 
modern  probability  theory  and  mathematical  statis- 
tics, and  is  intended  for  engineers  and  practitioners 
in  operational  research.  It  is  designed  to  form  a rig- 
orous background  for  those  who  desire  a thorough 
course  as  a preliminary  to  undertaking  advanced 
work  in  industrial  engineering,  operational  research, 
or  management  science.  Subjects  to  be  covered  in- 
clude sample  spaces,  random  variables,  probability 
distributions,  characteristic  functions,  sampling, 
theory  of  estimation,  and  elements  of  analysis  of 
variance.  Familiarity  with  algebra  and  the  calculus  is 
required. 

text:  Freund,  J.,  Mathematical  Statistics,  Prentice- 
Hall,  Inc.,  1962. 

Mondays  and  Wednesdays,  7:00-9:00  p.m.,  May  5- 
July  28. 

$75.00  — 25  sessions 

This  course  may  be  taken  as  part  of  the  Operational 
Research  Certificate  Program. 

COMMUNICATING  EFFECTIVELY 
SEMINAR  APRIL  9-12 
This  3!/2-day  seminar  will  provide  an  opportu- 
nity for  a careful  study  of  selected  areas  of  commu- 
nications. Its  purpose  will  be  to  provide  a base  for 
further  study  of  spoken  and  written  communications 
as  well  as  to  examine  behavioural  aspects  of  face- 
to-face  communications  and  group  communications. 
The  part  played  by  effective  communication  in  the 
areas  of  planning,  understanding  people,  motivating, 
and  leading  will  be  studied. 

Workshop  methods  will  be  employed  throughout 
and  participants  will  be  involved  in  making  verbal 
presentations,  in  reporting,  and  in  precis  writing. 
Enrolment  will  be  limited  to  about  25  participants. 

This  program  is  intended  for  persons  in  business 
and  the  professions  who  are  at  the  middle  manage- 
ment level  or  above. 

A brochure  providing  further  details  may  be  ob- 
tained by  telephoning  928-2400  or  by  writing  to  the 
Division  of  Extension,  University  of  Toronto. 

Fee:  $150.00 

Full  time  program  commencing  the  evening  of 
April  9. 


12 


GENERAL  INFORMATION 


Admission  Requirements: 

Unless  otherwise  indicated,  there  are  no  academic 
requirements  for  admission  to  these  courses. 

Registration: 

Registration  may  be  by  mail,  using  the  form  pro- 
vided in  this  folder,  or  in  person  at  the  Division  of 
University  Extension,  Room  104,  84  Queen’s  Park, 
9:00  a.m.  to  5:00  p.m.  daily,  except  Saturdays.  Dur- 
ing the  month  of  April  the  office  will  remain  open 
on  Wednesdays  until  8:30  p.m. 

Fees  are  payable  in  advance  and  no  registration 
is  complete  otherwise.  Cheques  or  money  orders 
should  be  payable  to  the  University  of  Toronto. 

Refunds: 

Refunds  will  be  considered  only  if  they  are  re- 
quested in  writing,  and  accompanied  by  the  admit-to- 
lecture  card  and  official  receipt,  before  the  second 
lecture  of  the  course.  Because  of  the  cost  of  making 
adjustments,  a charge  is  made  for  each  refund. 

Lectures: 

Courses  are  conducted  on  a twice-weekly  basis. 
Any  class  is  subject  to  cancellation  if  enrollment  is 
insufficient.  May  19  and  July  1 are  holidays;  classes 
which  normally  would  meet  on  these  two  nights  will 
meet  on  May  20  and  July  2 instead,  unless  otherwise 
indicated. 

Location: 

Unless  otherwise  noted,  classes  are  held  in  the 
Galbraith  Building,  located  on  the  east  side  of  St. 
George  Street  just  north  of  College  Street. 

Textbooks: 

Textbooks  for  these  courses  may  be  purchased  at 
the  University  Textbook  Store,  located  at  Bancroft 
and  Huron  Streets,  or  may  be  ordered  by  telephoning 
928-2225. 

Co-ordinated  Programs: 

If  you  would  like  to  receive  information  on  the 
certificate  programs  referred  to  in  this  brochure,  tele- 
phone 928-2400. 


For  additional  information  telephone  928-2400. 
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Send  To: 

BUSINESS  AND  PROFESSIONAL  COURSES 
DIVISION  OF  EXTENSION 
UNIVERSITY  OF  TORONTO 
84  QUEEN’S  PARK 
TORONTO  5,  ONTARIO 


If  you  are  taking  this  course  as  part  of  one  of 
our  certificate  programs,  please  specify  which  one: 


